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8FPlCE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE'" 

I. I k # n  of Sorims 
irrlien Latest 
1965 to date 

5. Records &flm Title (followed by title usd in office; if different) 

Food Stamp Individual County Department Files 
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The Food Stamp Unit is responsible for the administration of the Food Stamp program within 
the State. Included, but not limited to, are: the certification of applicant households; 
the acceptance, storage, and protection of coupons after their delivery t o  receiving points 
within the State; 
to eligible households; 

outreach to potentially eligible households; the issuance of food coupons 
and the control of and accountability - for the food coupons. 

. Rewrd Serhs brrcription 

Documents releting to: 

This  file contains the following documents (include form numbers and tirles, if any): 
Attach samples of the file. 

administering the Food Stamp program in the State of Georgia. 

1 folder for each of the 159 counties. 
correspondence relating to administering the Food Stamp Program and the issuance of food 
stamps in that particular county; 
(which must be kept up-to-date) which shows date; effective date; starting dates of pro- 
gram - certification/issuance; 
person in charge; location and schedule 
of issuance office, such as bank, government, post office, or other; *ether-lsauance 
is monthly or semimonthly; 
purchase is by EDP, addressograph, or typing machine is used; 

alphabetically by county. 

Included ore: 
Each county folder contains all agreements and 

and form Rev. 7-74 "Exhibit B - Information Sheet" 
title and address of project area and name afid title of 

location and schedule of certification office; 

type of issuance system used; preparation of Authorization to 
shipping address for carto 

(of coupon books; names and titles of persons authorized to 
(accept and receipt for shipments; 
rhouseholds are certified as public assistance or nonassist __ 

F i l l  i s  arranged: 
whether general assis- 

. Monthly R e f e r m a  Rat* 
one to six months old 
twenty-fiw months and older _dailv ? 

How often areiecordr referred to which are: 
daily h e n  to twelve months old : Thirteen to twenty-four months old -. 
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* . Annuel Rota of Accurtyladon of Records ', , 

I : .- Legal4ze draweri ; Shelves ;Other (specify) - - Lenar-size drawers -~ 7 
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tecommndations in p m -  
ireph 12 u a  approved. 
I f  diupprowd. rnach letter 
It oxpl~mtion.l 


